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1 Introduction

The Community Development Financial Institutions (CDFI) Fund’s Awards Management Information
System (AMIS) is an enterprise-wide awards management system that allows the CDFI Fund to manage
the certificationsand awardslife-cycle processes without reliance on manual or paper-based methods.
AMIS provides higher accuracy, transparency, and scalability to the CDFI Fund’s mission-critical
processes across all CDFI Fund programs — CDFI, NACA, BEA, BGP, NMTC, CMF, and CDE and CDFI
Certifications. AMISruns on the Salesforce cloud-based application platform. As an external user, AMIS
provides:

e Standardized and common data elements to enable applicants and award/allocation recipients
to use theirinformation across programs

e A consistent flow of information from applicants and award/allocation recipients to CDFI Fund
staff, and vice versa

e A portal where applicants and award/allocation recipients can: complete and submit
applications online; submit requests for funding, amendments, and payments (disbursements)
online; and submit compliance reports online

e Interfaceswith externaland legacy systems, including Grants.gov, the System for Award
Management (SAM), the Community Investment Impact System (ClIS), and the CDFI Fund
Information and Mapping System (CIMS3).

1.1 Purpose
The purpose of this training manual is:

e To provide detailed instructions and procedures for the CDFI Fund’s external users so that they
may be able to navigate and use AMIS efficiently

e To present training scenarios to aid trainees in learning how to use AMIS.

1.2 Scope

This training manual is an introduction to the overall features and navigation of AMIS. Training on
specific AMIS processes (e.g., applying for CDE Certification) is covered in other training manuals.

2 Accessing AMIS

2.1 Logging into AMIS - First Visit (for Users with Active AMIS Accounts)
This section is targeted for users who have an active myCDFIFund account which was migrated to AMIS.

If you have not registered for an AMIS user account and/or are new to working withthe CDFI Fund,
please see Section 2.2.

Upon initial logon, you will be required to set your password:
1. Navigate to: amis.cdfifund.gov. The AMIS Landing page displays.
2. Click the LOGINTO AMIS link.
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U_S. DEPARTMENT OF THE TREASURY

COMMUNITY DEVELOPMENT
FINANCIAL INSTITUTIONS FUND

AMIS HOME | AMIS NEWS | AMIS TRAINING MATERIALS | AMIS FAQS |

AWARDS MANAGEMENT INFORMATION SYSTEM

AMIS functionality will be released to users as it becomes available. With the current version of AMIS (released
September 18, 2015), you may:

* Register an organization and manage the organization profile

* Register a user

* Manage a program profile (CDE Certification only)

+ Apply for and review a CDE Certification (A, B and C)

*  Submit service requests

For all other business with CDFI Fund, you will still log-in to AMIS via the “Login to AMIS” link at top but will be
re-directed to our legacy systems (e.g., myCDFIFund). For more detail, please access the AMIS training manuals
from the link at top and review “Mavigating AMIS.”

Please see the AMIS FAQSs for additional information.

For AMIS IT support, contact us at AMIS@cdfi.treas.gov or (202) 653-0422.

Figure 1. AMIS Landing Page
3. The AMIS Login page displays. Click the Forgotyour password? link.

U.5. DEPARTMENT OF THE TREASURY

COMMUNITY DEVELOPMENT

FINANCIAL INSTITUTIONS FUND

AMISHOME | AMISNEWS | AMIS TRAINING MATERIALS | AMISFAQS

TERMS OF USE AND ACCEPTANCE

You are entering an Official United States Government System, which may be used only for authorized purposes. The Government may
monitor and audit usage of this system, and all persons are hereby notified that clicking the OK button below and the use of this system
constitutes consent to such monitoring and auditing. Unauthorized attempts to upload or change information on, or otherwise cause damage
to, this web site are strictly prohibited and are subject to prosecution under the Computer Fraud Abuse Act of 1986 and Title 18 U.S.C. §
1001 and § 1030.

This web site is provided as a public service by the Department of the Treasury, Community Development Financial Institutions Fund (CDFI
Fund) and is considered public information which may be distributed and copied. You should be aware that 31 U.S.C. § 333 prohibits (among
other things) the misuse of names, terms, symbols, emblems, or stationery of the Department of the Treasury, as well as colorable imitations

of these items.

| Username |

| Password |

Forgot your password 7| Join our Community

Figure 2. AMIS Login Page — Forgot Password Link
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4. After clicking on the link, you will be directedto a page where you will be prompted toenter
your user name. Enter your user name. Your user name is the email address you previously
used for myCDFIFund.

5. Click Submit.

U.S. DEPARTMENT OF THE TREASURY

COMMUNITY DEVELOPMENT

FINANCIAL INSTITUTIONS FUND

AMIS HOME | AMISNEWS | AMIS TRAINING MATERIALS | AMIS FAQS

Did you forget your password? Please enter your username below

username: [ | s, MyCDFIFund Email Address

COMMUNITY DEVELOPMENT FINANCIAL INSTITUTIONS FUND USA gov | Grants.gov | Regulations.gov | OIG

Treasury gov | Small & Disadvantaged Businesses | No Fear Act

Figure 3. AMIS User Name Entry Page

6. Once you submit your user name/email address, you should receive an email with a link to
update your password.
7. To reset your password, click the link provided in the email.

AMIS Today at 9:44 AM
To mmuwanguzi@yahoo.com

Dear Michael Major,

Welcome to the CDFI Fund AMIS system To get started, please go to https://cdfistage-
mycdfifund.cs32.force.com/login?
c=b4QNx7QDUfKILGI13ghPbiZ2fBxQsfef0BpE%2BGIqWi7qqCYEvzY6i2e9dh%2 BYweExZ DySpEIFYZXsEiAzO8
%2FDpglVzHrgkxRNIQtwOwg9f6 CWT7H4AWDopUPoeYDwlvb KAMI%3D

Username: mmuwanguzi@yahoo.com4418

Please do not reply to this email.
Thank you,

The CDFI Fund

Figure 4. AMIS User Registration Temporary Password
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8. After clicking on the link, you will be directedto a browser page and will be prompted to enter a
new password. Enter your new password, verify, and click Save to log in to AMIS.

For security reasons, your password must now be changed. Your password was last changed or reset on 9/1/2015 2:09
PM

User Name  mmuwanguzi@yahoo.com943
New Password  geseeessee

Strong Your password is strong. It contains at least 8 alphanumeric characters and includes
uppercase and lowercase letters.

Verify New Password YTy Q

Figure 5. AMIS User Password Change Screen

NOTE: Passwords expire and must be reset every 60 days. Passwords must also
adhere to the CDFI Fund’s password requirements:

a. Beat leasteight characters.
b. Contain at least one lower case letter, one upper case letter, one number, and
one special character.

9. Once logged in, you will be directed tothe AMIS Home page.

m Organizations  Contacts  Service Requests  App Launcher |
-

Acme

Custom Links
Calendar

]

[Overdie V]
My Tasks L Overdus v

You have no open tasks scheduled for this period

< September 2015 >
Messages and Alerts jlodayjaidannt>

You have no events scheduled for the next 7 days. Sun Men Tue Wed Thu Fri Sat
01 02 0304 05
06 07 D& 03 10 11 12
13 14 15 16 17 18 19
20 21 2 23 P25 2%
27 28 29 30

AEE HEED

Copyright @ 2000-2015 salesforce.com, inc. All rights reserved. | Privacy Statement | Security Statement | Terms of Use

Figure 6. AMIS Home Page
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TIP: After you have established a user name and password, you can bookmark the
Login page for future logins.

NOTE: As with myCDFIFund, AMIS users may have associations with multiple
organizations. You have a unique User Profile (i.e., Admin User, User, or Viewer) for
each of the organizations with which you are associated, granting you the
appropriate access to each. However, AMIS requires that each user have only one
primary organization, meaning that a user can be an Admin User for only one
organization. Toswitch organizationsin AMIS, simply click on the Organizations tab
at the top of the screen. If you need to change your type of User Profile for an
organization, contact anadministrator for that organization’s AMIS account.

For more information about Organizationsand User Profiles in AMIS, please see
Section 6.4.

2.2 Logging into AMIS - First Visit (for Users without an AMIS Account)

Each CDFI Fund user is required to register with their organizationin AMIS. The first person to register
with an organization becomes an administrator for the organization’s AMIS account and is automatically
assigned the Admin User Profile by AMIS. Additional users who register under an organizationare
automatically assigned a Viewer Profile, with limited privileges. They canrequest additional privileges by
contacting the administrator for their organization’s AMISaccount. AMIS will automatically send an
email notification to the administrator for the organization’s AMIS account informing them that a new
user has registered under their organization.

NOTE: The initial Admin User for an organization may grant Admin User privileges to
other users within the same organization; assuch, organizations may have more than
one Admin User.

The administrator(s) for an organization’s AMIS account is/are responsible for setting up users in their
organization and validating and assigning appropriate privileges to users registered under their
organization.
1. Users will receive an email with a user name and temporary password once they are registered.
2. You will be directedto a page where you will be prompted to enter your user name. Enter your
user name.
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U.S. DEPARTMENT OF THE TREASURY

COMMUNITY DEVELOPMENT
FINANCIAL INSTITUTIONS FUND

AMISHOME | AMISNEWS | AMIS TRAINING MATERIALS | AMIS FAQS

Did you forget your password? Please enter your username below.

Username: l:l E Usernarne

COMMUNITY DEVELOPMENT FINANCIAL INSTITUTIONS FUND USA gov | Grants.gov | Regulations.gov | OIG

Treasury.gov | Small & Disadvantaged Businesses | No Fear Act

Figure 7. AMIS User Name Entry Page

3. Once you submit your user name, you should receive an email with a link to update your
password. See Section 2.1above and follow Steps 7-9 to log in to AMIS.

2.3 Logging into AMIS - Subsequent Visits

Now that you have set your password and have logged into the system, you're ready to do start doing
your work within AMIS. For future work within AMIS, you'll access AMISdirectly using your web
browser.

1. Navigate to: amis.cdfifund.gov. The AMIS Landing page displays.
2. Click the LOGINTO AMIS link. The AMIS Login page displays.
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U_S. DEPARTMENT OF THE TREASURY

COMMUNITY DEVELOPMENT

FINANCIAL INSTITUTIONS FUND

AMIS HOME |AMIS NEWS | AMIS TRAINING MATERIALS | AMIS FAQS | LOGIN TO AMIS,

AWARDS MANAGEMENT INFORMATION SYSTEM

AMIS functionality will be released to users as it becomes available. With the current version of AMIS (released
September 18, 2015), you may:

* Register an organization and manage the organization profile

* Register a user

* Manage a program profile (CDE Certification only)

+  Apply for and review a CDE Certification (A, B and C)

*  Submit service requests

For all other business with CDFI Fund, you will still log-in to AMIS via the “Login to AMIS” link at top but will be
re-directed to our legacy systems (e.g., myCDFIFund). For more detail, please access the AMIS training manuals
from the link at top and review “Navigating AMI5.”

Please see the AMIS FAQSs for additional information.

For AMIS IT support, contact us at AMIS@cdfi.treas.gov or (202) 653-0422.

Figure 8. AMIS Landing Page

3. Enteryour user name (i.e., email address) and password and click SIGNIN.

m U.5. DEPARTMENT OF THE TREASURY

CDFI FND COMMUNITY DEVELOPMENT

FINANCIAL INSTITUTIONS FUND

AMISHOME | AMISNEWS | AMIS TRAINING MATERIALS | AMIS FAQS

TERMS OF USE AND ACCEPTANCE

You are entering an Official United States Government System, which may be used only for authorized purposes, The Government may
monitor and audit usage of this system, and all persons are hereby notified that clicking the OK button below and the use of this system
constitutes consent to such monitoring and auditing. Unauthorized attempts to upload or change information on, or otherwise cause damage
to, this web site are strictly prohibited and are subject to prosecution under the Computer Fraud Abuse Act of 1986 and Title 18 U.S.C. §
1001 and § 1030.

This web site is provided as a public service by the Department of the Treasury, Community Development Financial Institutions Fund (CDFI
Fund) and is considered public information which may be distributed and copied. You should be aware that 31 U.S.C. § 333 prohibits (among
other things) the misuse of names, terms, symbols, emblems, or stationery of the Department of the Treasury, as well as colorable imitations

of these items.

| Username |

Password |

SIGN IN

Forgot your password? | Join our Gommunity

Figure 9. AMIS Login Page

4. You will be directedto the App Launcher page. From the App Launcher, you caneither:
a) Navigateto AMIS, or
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b) Navigate to myCDFIFund to perform business with the CDFI Fund thatis NOT currently in
AMIS.

Logged in as Howard Jones (hojo@cdfifund.gov.prod)

YA RTTTC ETE Home  Organizations Contacts  Service Requests

Howard Jones v

App Launcher

s AWARDS . -
e SNnaEe myCOFI-Fund
INFORMATION SYSTEM

AMIS MyCDFI

.
Copyright® 2000-2015 salesforce.com, inc. All rights reserved. | Privacy Statement | Security Statement | Terms of Use

Figure 10. AMIS App Launcher Page

5. Click on the AMIS tile within the App Launcher. You will be directed to the AMISHome page.

Search... Search Howard Jones ~

m Organizations Contacts  Service Requests  App Launcher

:
N [Overde V]
My Tasks = Deoidhe ¥
Acme You have no open tasks scheduled for this period.
Custom Links
Calendar
< September 2015 | »
Messages and Alerts JfOday 31413015 R
Sun Meon Tue Wed Thu Fri Sat

‘You have no evenis scheduled for the next 7 days.
01 02 03 04 05
06 07 02 03 10 11 12
13 14 15 16 17 18 19
w21 2 23 Pss
27 28 29 30

IEE OD=

Copyright © 2000-2015 salesforce.com, Inc. All rights reserved. | Privacy Statement | Security Statement | Terms of Use

Figure 11. AMIS Home Page

24 Permissions and Security

Each user will be assigned a User Profile in order to access AMIS. A User Profile determines the
permission and privileges that a user will have. A user will be able to view, create, edit, and/or delete
records for their organization based upon their User Profile. There are three profiles:

e Admin User — This profile allows an administrator for the organization’s AMISaccount to view,
create, edit, and delete records in their organization. Inaddition, the Admin User is the only
person allowed to assign the User Profile to other users registered under their organization.
(Please refer to Section 6.4 Assign a Profile toa Contact (Admin Users only) for instructions on
how to assign a profile to a contact.)
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e Viewer—This is the default profile automatically assigned by AMIS to all subsequent users who
register under an existing organization. This profile has limited privileges and allows the user to
view a limited set of organizationalinformation. Such information includes organizationtype,
address, and contacts.

e User — This profile is assigned by the Admin User and allows the user to view, create, edit, and
delete records in their organization. Such records include an organization’sfinancial
information, contacts, applications, amendments, and compliance reports.

2.5 Session Timeout

AMIS logs out a user after two hours of inactivity. As such, itis very important to save your work
frequently so thatit is not lost. If you are logged out, access the Login page (see Section 2.3 above) to
log in again to your AMIS account.

2.6 Resetting Your Password
AMIS disables your account after three failed login attempts. Before you are locked out of the system,
click the Forgot your password? link, on the AMIS Login page, and follow the on-screen instructions to

reset your password. If your account becomes disabled, contact an administrator for your organization’s
AMIS account.

U.S. DEPARTMENT OF THE TREASURY

COMMUNITY DEVELOPMENT

FINANCIAL INSTITUTIONS FUND

AMIS HOME

| AMIS NEWS

| AMIS TRAINING MATERIALS

| AMISFAQS

TERMS OF USE AND ACCEPTANCE

You are entering an Official United States Government System, which may be used only for authorized purposes. The Government may
monitor and audit usage of this system, and all persons are hereby notified that clicking the OK button below and the use of this system
constitutes consent to such monitoring and auditing. Unauthorized attempts to upload or change information on, or otherwise cause damage
to, this web site are strictly prohibited and are subject to prosecution under the Computer Fraud Abuse Act of 1986 and Title 18 U.S.C. §
1001 and § 1030.

This web site is provided as a public service by the Department of the Treasury, Community Development Financial Institutions Fund (CDFI

Fund) and is considered public information which may be distributed and copied. You should be aware that 31 U.5.C. § 333 prohibits (among

other things) the misuse of names, terms, symbols, emblems, or stationery of the Department of the Treasury, as well as colorable imitations
of these items.

‘Username ‘

‘ Password ‘

I Forgot your password? | Jlin our Community

Figure 12. AMIS Login Page — Forgot Password Link

3 User Profile

The menu items under your name, in the top right corner, give you access to your User Profile where
you can edit your personal information and customize AMIS to look the way you like.
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Michael Major v

My Settings
Logout _‘

Figure 13. AMIS User Profile

In this section, you will learn how to:

e Manageyour settings

e Change your password

e Change your user name

e Set up/change reminders and alerts
e Log out of AMIS.

3.1 Manage Your Settings

My Settings allows you to change many settings thatinclude the appearance of your AMIS web pages to
suit your personal preferences. Click your name, from the top right corner and select the My Settings
option.

My Settings x
9‘ Location Settings Email Settings
-".“.‘ Date, time, and language Personal and group notifications
R Security Settings Reminders and Alerts
W User name, password and security \< Reminders and alerts for events and tasks

Approved Connections
@ Apps authorized to access this account

Close

Figure 14. AMIS My Settings Page

NOTE: Please note that this training manual focuses only on the frequent
User Profile settingsessential to perform your day-to-day work in AMIS.
Future versions of this document may detail the other settings available to
external users, as needed.

3.2 Change Your Password
To change your password:
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1. Click the Security Settings link from the My Settings page. You will be forwarded to the Security
Settings page where you can change your password.

Security Settings X

Error: Invalid or Missing Information.
Review all error messages below to correct your information.

User Hame tommy@amistestgov Change User Mame| Your password must have a mix of letters,
numbers and at least one of these special

Current Password I sesssesees characters: ¥5%-_=+<=

New Password TIIIL) T Weak | i

Verify New Password

& our password must be at least 8 characters long and have a mix of letters, numbers and at least one of
these special characters: #5%- =s+«=

Your password was last changed orreset on 9/24/2015 2:49 PM

Cancel

Figure 15. Security Settings Page

2. Complete the information on the page.
a. You are required to enter your current password before changing it.
b. You may move the mouse over the Information iconto see the format required for the
password.

NOTE: A required field has a red highlight and is mandatory to save
information on a page. For example, Current Password is a required field.

3. Click the Save button to save your changes.

3.3 Change Your User Name
To change your user name:

1. Click the Security Settings link from the My Settings page.

R6 Change User Name

New Password oo BE

Security Settings

User Name mmuwanguzi@yahoo.com3é&

Current Password I

Verify New Password

Your password was last changed or reset on 7/8/2015 6:27 PM

Save Cancel

Figure 16. Security Settings Page
2. Click the Change User Name link on the Security Settings page.
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Security Settings

User Name mmuwanguzi@yahoo.co

Current Password I

Save Cancel

Figure 17. Change My User Name Screen

w

Update your user name.

4. You are required to provide your current password in order to change your user name. Enter
your password.

5. Click the Save button to save your changes.

3.4 Set Up/Change Reminders and Alerts
The reminders and alerts feature allows you to set up or change reminders and alertsfor your events
and tasks. (Reminders and alerts are connected to the Manage My Tasks and Calendar Events on the
AMIS Home page. Please see Section 4.1 for more details on managing tasks and using the calendar.) To
set up or change your reminders and alerts:

1. Click the Reminders and Alerts link from the My Settings page.

Reminders and Alerts

Salesforce displays reminders in a small window called the "reminder window." When you log in to Salesforce, if any event or task reminders were
triggered since you last logged in, the reminder window appears and a sound plays.

Events and Tasks

[T Trigger alert when reminder comes due

Play a reminder sound
[y defautt, set reminder on events to
[y defautt, set reminder on tasks to: | 8:00 AM v

[ sort reminder window by due date

Email me when someone assigns me a task

Test and Preview Reminder Alerts
Reminder alerts should popup when enabled. If you have popup blocking software installed on your computer, reminder alerts may not work
properly

Test to determine if popup blockers will interfere with reminder alerts: | Preview Reminder Alert

Save Cancel

Figure 18. Reminders and Alerts Page

2. Change the settings, as needed.
3. Click the Save button to save your changes.

3.5 Log Out of AMIS
To log out of AMIS, click your name in the top right corner, and select Logout.
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Michael Major v
My Settings |
Logout _"

Figure 19. AMIS Logout Screen

4 Overview of the Home Page

The AMISHome page gives you instant access to your information in AMIS. It consolidates all your work
and activities in one section. Afteryou log in to AMIS, the AMIS Home page is displayed, if it is your
default home page. Click on the Home tabto ensure you are on your Home page. From the Home page,
you can:

e View/manage your tasks
e View calendarevents

e Use the sidebar

e Access other tabs.

Service Requests Awards

Organizations

4 Calendar

Create New...

< August 2015 >

Sun Mon Tue Wed Thu Fri Sat

01
04 05 06 07 08
11 12 13 14 15
Calendar Events 18 19 20 21 22

25 26 27 28 29
» 6

Today 8/31/2015

€:00 PM - 7:00 PM
00000019

Recent Items

MCT Federal Credit Union
P-000096

C-008589
AWD-00000019
AWD-00000012

P-000072 Sidebar
008597 REE OEED
A-000155
00001028
My Tasks (Hw)
Complete Date Status Subject Name Related To Organization
X 8/10/2015 Not Started  Complete Compliance Report AWD-00000019

Figure 20. AMIS Home Page

4.1 View/Manage Your Tasks

The My Tasks section displays your pending work. It includes work that your colleagues, such as your
manager, have assigned to you or follow-up work that you have initiated and want to track. You can use
this feature to keep track of your upcoming deadlines or deliverables. For example, you can set up tasks
to:
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e Complete an application

e Complete matching funds during the specified timeframe
e Complete compliance reports

e Request subsequent payments (disbursements).

My Tasks also has a feature to filter your work using the drop-down menu on the right side of the page

so thatyou can prioritize your work. For example, you canfilter for All Open tasks or Overdue tasks by
selecting that option from the drop-down menu.

New v
My Tasks LS [All Open

Complete Date Status Subject Name Related To Organization

X 8/10/2015 Not Started Complete Compliance Report

Figure 21. My Tasks Screen
4.1.1 Create a New Task

1. Click the New button under My Tasks.
a. The Assigned To field is required and defaults to your name. You canassign this task to

another user by clicking the Lookup icon next to this field and searching for the name of
the assignee.

b. Subject is a required field.

Task
T Complete Compliance Report

Task Edit Save | | Save & New Task | |Cancel

Task Information 1 = Required Information

Assigned To | [Michael Major Q I Related To - [Award v|[AWD-00000079 | &y
Subject  ||Complete Compliance Re| G Nameh| | &

Due Date 8/10/2015 [8/31/2015]

Comments

Complete my compliance report and submit it before the due date of
8/10/15. Consult with Mr. Doe to ensure progress for all the PG&Ms is
accurate.

Additional Information

Status ||NotStarted W) Phone
Priority I Email

Figure 22. Task Edit Page
2. Entera subject, due date, and comments. For example, if you wish to set up a task to complete
your compliance report, then:

a. Enterthe subject as “Complete Compliance Report.”
b. Entera due date.

c. Enterinstructions in the Comments field.
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3. Use the Related To field if you wish to link a task to a record, such as an award or compliance
report record, in AMIS.

4. Use the Status field to track the progress of the task; when creating a new task, leave the default
value of “Not Started”.

5. Use the Priority field to indicate the priority of the task.

6. The Phone and Emailfields are non-editable because you do not need to enter information in
those fields.

7. Click the Save button to save your information and view the task. Note: Tasks that you have
assigned to other colleagues will not be displayed on your My Tasks list. Instead, they will be
displayed in the My Tasks list of the assignee.

4.1.2 View/Updatea Task
You can use this feature if you want to view the details of a task or update the status of a task.

1. From the My Tasks list, click the Subject to open a task and view the details (e.g., click the
subject of the task you created above).

Task
% Complete Compliance Report

Al=E WE6EY

Task Detail I Edit lDeIete Create Follow-Up Task

Task Information

Assigned To 5] Michael Major Related To
Subject  Complete Compliance Report Name

Due Date  8/10/2015

Comments  Complete my compliance report and submit it before the due date of 8/10/15. Consult with Mr. Doe to ensure progress for all the
PG&Ms is accurate

Additional Information

Status Completed Phone
Priority Normal Email

Figure 23. Task Detail Page
2. Click the Edit button to be forwarded to the Task Edit page.
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| Task .
T Complete Compliance Report
Task Edit Save | Save & New Task | |Cancel
Task Information I = Required Information
Assigned To I Michael Major Q) Related To | Award + | AWD-00000019 Q)
Subject |Comp|ete Compliance Ref ' Name Q)

DueDate  [g/10/2015 | [ 9/26/2015]

Comment OMpICIE My COMmpIance repor ana supmn i perge the due date of 8/10/15. Consult with Mr.
Doe to ensure progress for all the PG&Ms is accfate.

Additional Information

Status |C0mpleted - Phone
Priority INon’na\ v Email

Figure 24. Task Edit Page

3. Updatethe Status to “Completed”.
4. Click the Save button to save your changes.

TIP: As a best practice, always update the status of a task so that you and
your colleaguescan trackthe progress in real-time.

4.2 View Calendar Events

The calendar allows you to view events and meetings that CDFI Fund staff have scheduled with your
organization so that you cantrack upcoming events and plan your work week. CDFI Fund staff will send
meeting invitations to organizationsthey wish to meet with. Note: The calendar is a view-only feature
for external users.

Calendar

< August 2015 >

Sun Mon Tue Wed Thu Fri Sat

01
02 03 04 05 06 07 08
09 10 11 12 13 14 15
16 17 18 19 20 21 22

EVent Subject 23 24 256 26 27 28 29

30 El
TEE D6

Today 8/31/2015

6:00 PM - 7:00 PM

x Discuss Assistance Agreement : AWD-

Event Date and
Time

Figure 25. AMIS Calendar Events

Click on the Event Subject to view the calendar event details.
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Event Detail Add to Outiook

Calendar Details

Assigned To  Mr Jones Related To ~ AWD-00000019
Subject  Discuss Assistance Agreement Name
All-Day Event Private

Start  8/31/2015 6:00 PM  Check Availability
End  8/31/2015 7:00 PM

Other Information
Location Phone

Show Time As  Busy Email

Description Information

Description  Discuss CDFI FY2015 Assistance Agreement program goals and measures.

Figure 26. Calendar Event Detail Screen

4.3 Use the Sidebar

The sidebar appears on the left on most AMIS pages with multiple components that improve usability.
These components provide convenient access to:

e (Createnew records (e.g., tasks and service requests)
Open your recently viewed items

e View important messages and alerts, if any
Open custom links, if any.

Organizations  Service Requests Awards

Create New...

Expanded side menu. Click the Left arrow to collapse.

Recent Items < At

it Uni : . . Sun Mon T
MICT Federal Credit Union Create a new record by choosing an option from the
P-000096 C t N d d |
008589 reate New... drop-down menu. o0
AWD-00000019 ;g ;i !
AWD-00000012 Click a link under Recent Itemsto quickly open a 0 Bl
P-000072 .
CTIEED record you viewed recently. T
A-000155
00001028 .

Messages and Alerts remind you of o

deadlines or upcoming work.
Name Related To

AWD-00000019

Messages and Alerts

Essential Custom Links outside AMISare

. displayed here for quick access.

Figure 27. Sidebar Components

The sidebar can be:

e Collapsed to increase working space by clicking the Left arrow.
e Expanded by clicking the Right arrow.
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5 Tabs, Objects, and Records

Information in AMIS is organizedinto objects and records. Each object is a category of records and
contains different information. Each record details a specific piece of information. In the example shown
below, a FY15 NACA Awardis a record; awardrecords “reside” within the Awards object.

1

Record: FY15 NACA Award

Records

Object

Figure 28. Records and Objects Figure 29. Award Record and Object
A tab allows you to access data related to a specific object. Tabs are displayed across the top of all pages
in AMIS; they are the primary means of accessing records. For example, the Organizationstab allows

you to view organization-related records and the Awards tab allows you to view award records.

Click the Organizations tabtoview data on your organization.

Home | RelGELIFENT Service Requests  Awards
“. Home
Recent ltems .
View: |All Organizations v|[ co!
MCT Federal Credit Union
00001019
izati
P-000098 Recent Organizations Recently Viewed W
Eva Munar
Organization Name Mailing City Phone
00001018
MCT Federal Credit Union Rockville (301) 567-8700
Frank Tusa

Figure 30. Organizations Home Page
From within eachtab, you can:

e Access existing lists of arecord

o Createor edit a record

e View details of a record

e Doiin-line editing of a record

o Deletea record (with the necessary permission)

e Use shortcuts toaccess related lists of a record quickly
o View relatedlists of a record.
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51 Access Existing Lists of a Record

A list of your Recently Viewed records is displayed when you click a tab. This is the default Salesforce
behavior. You can change the filter and instead view your Recently Created or Recently Modified
records. Inmost instances, you will have one record for your organization under the Organizationstab.
However, under other tabs such as Service Requests or Awards, you will see multiple records if you have
created multiple service requests or have received more thanone award.

Home WNeGEIIFEILIEN Service Requests  Awards

“. Home
Recent ltems .
View: [All Organizations V|| Go!

C-008589
Recently Created
P-000096 Recently Modified
MCT Federal Credit Union Recent Organizations Recently Viewed
A-000123
Organization Name Mailing City Phone
P-000072

MCT Federal Credit Union Rockville (301) 567-8700

AWD-00000012

Figure 31. Recently Created, Modified, and Viewed Filters

You can also access customized list views with specific customized columns by selecting an option next
to the View drop-down menu. Select All Organizations and clickthe Go! button.

Home NelELFZUGLEN Service Requests  Awards

Create New... 4 Organizations

“. Home
Recent ltems
Bl All Organizations Go!

C-008589 My Organizations
P-000026 g:\g&m ‘S\Yi\:ee;:d Organizations
MCT Federal Credit Union ; =
A-000123

Organization Name Mailing City Phone
P-000072

MCT Federal Credit Union Rockville (301) 567-8700

AWD-00000012

Figure 32. All Organizations View

The list view allows you to edit arecord, delete a record (with the appropriate permission), and access
the Detail page. Clicking on the Edit link under the Action column brings up the Organization Edit page.
Clicking on the Organization Name brings up the Organization Detail page. As noted above, in most
instances, you will see one recordin the All Organizations list view because the majority of external
users are registered under one organization only.
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s | |All Organizations

v

t) A[BIC|ID|E|F|G[H

anization Name

MCT Federal Credit Union

MD

Mailing State/Provi...

Clink to edit or to view the

organization’s details. ¥ | Z | Other | Al |

Phone Type +
(301) 567-8700

Figure 33. Organizations List View

5.2 Create/Edita Record

Creating records is the standard procedure to be used toenter datainto AMIS. Users canonly create
new records or edit existing records if they have the necessary permission grantedto them by an

administrator for their organization’s AMISaccount.

To create a new record, you typically click the New button for the record you want to create. However,
for organizations, AMIS automatically creates an Organization Profile once your organizationis
registered. The Organization Profile created automatically by AMIS contains partialinformation; an
authorized user from the organization must complete all the required information. (Please see Section 9
for more information on Organization Profiles.) In this section, you will learn how to edit a record by

editing the organizationrecord.

To edit your organizationrecord:

1. Click the Edit link displayed next to your organization.
Note: If you do not see an Edit link, you may not have the permission to create and edit records.
Please contact an administrator for your organization’s AMIS account, if you require these

capabilities.

Home NeELFELLGHEN Service Requests Awards

Organization Edit

“ MCT Federal Credit Union

Organization Edit Save | |Cancel

Organization ID

Organization Owner  CDFI Portal

Organization Name | MCT Federal Credit Unio

Parent Organization 123Bank CM

Organizational Type

Prone [0 570700 |
Wepsite [ ]
EINTIN

DUNS

1 = Required Information

Depends on "Financial Institution Type" l ’—l [ 9/25/2015]

Financial Institution Type ‘Veniure Capital v|
Organization Structure  [_None— Financial Activities Start Date l:l [ 9/25/2015 ]
Native CDFI?  [ygs W Congressional District

Sponsoring Entity?
Faith-Based?

SO | —

Fiscal Year End Day

Figure 34. Organization Edit Page
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2. Enterall the required information on the page — a required field has a red highlight and is
mandatory to save information on a page. For example, Organization Name s a required field.

Organizatj

Organization Name I

Parent OrgaizZatrom CM

Figure 35. Organization Edit Page — Required Information

3. Notice the Field-Level Help link displayed as an Information icon to the right of the Organization
Structure field. These links provide instructions about a particular field on the page. For
example, Organization Structure has a Field-Level Help link that explains that the field is
dependent on the selected Financial Institution Type.

Move the mouse over the Information icon (Field-Level Help link) to see the instructions.

Organizational Type

Financial Institution Type Loan Fund v
Organization Structure --None-- v[(3
Move the mouse
Native? --None-- ~ .
over the Information
Sponsoring Entity? --None-- +

icon.

Figure 36. AMIS Field-Level Help Link (Information Icon)

4. Notice the multi-select drop-down menus; the multi-select menus allow you to choose multiple
values for a field:
a. Scroll down the pageto the Special Targeted Areasfield.
b. Add avalue from the Available list by selecting the desired value and clicking the Right

arrow.
c. Remove avalue from the Chosen list by selecting the desired value and clicking the Left
arrow.
T:r';eeﬂa; Available D Chosen _
Areas — Appalachia
Native Communities (4]

Figure 37. Adding/Removing Values

5. Complete all other fields on the page.
6. Save the record by clicking the Save button:
a. The Save buttons are located at the top and bottom of the page for your convenience.

Save Save & New | | Cancel
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Figure 38. Save Buttons

b. Clicking the Save button on any Edit page saves the record and forwards you to the
Detail page which is not editable.

c. Clicking the Save & New button on any Edit page saves the record and re-displays
another blank form tocreate a new record. Use this button when you want to create
several records quickly.

d. Clicking the Cancel button allows you to cancelthe action.

53 View Details of a Record
The Detail page allows you to view the details of a record. To access the Detail page:

1. Click the Organizations tabtoensure you are on the Organizations Home page.
2. Click the Organization Name to be forwarded to the Detail page.
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Home WMol ELTFEUGLTEN  Service Requests  Awards

CEE
Recent ltems

Organization

“.| MCT Federal Credit Union

Printable View

Verify Account v

QOrganizational Type
Financial Institution Type
Organization Structure
Native?
‘Spensoring Entity?
Faith-Based?

Certification Information

Venture Capital

& Show Feed

MCT Federal Credit Union « Back to List
00001019 Contacts[5+] | Financial Data[0] | Program Profiles[2] | Notes & Attachments 0]
P-000096
EoNimE Organization Detail
00001018 Organization ID Phone  (301) 567-871
Frank Tusa : " {21 CDFI Portal [Changel Website

Organization Name  MCT Federal Credit Union [View Hierarchy EINTIN ~ 12-2345129

Parent Organization DUNS 123456688

Relationship Type Org Type  Unregulated_(J

Date of Incorporation
Activities Start Date
Congressional District
Fiscal Year End Month
Total Asset Size

CDE Certification Status
CDE Certification Date of
Certification

Control Number

Navigation /

hover links
forward to

related lists.

CDFI Certification Status  Not Certified
CDFI Certification Date of
Certification
CDFI Certification Date of
Expiration
— -.; | Contacts
Action Contact Name Title
Edit  Michael Major
Edit  Kathy Jones Manager
Edit Evalawyer
Edit  Sarah Fisher
Edit  Erank Tusa Manager

New Contact
Email Phone
mmuwanguzi@yahoo.com
brianwhitt 99@yahoo.com (301) 567-8700
ftusa@yahoo.com (301) 567-8700
sfither@yahoo.com (301) 567-8700
ftusa@amail com (301) 567-8700

Type

Authorized Representative
Point of Contact

Point of Contact

Other

' Program Profiles

Action Record Type

Related lists cdt BGP
are also Edit  CMF

Edit  CDFI-NACA

known as Edit CDFI-CERT
child records. Edit  NMTC

Show 2 more » | Go to list (7) »

Program Profile Name
P-130422
P-130423
P-130424
P-130425
P-130426

= External Contacts

No records to display

New External Contact

Notes & Attachments

No records to display

New Note | Attach File

—  Affiliates

No records fo display

New Affiliates

Figure 39. Organization Detail Page

54
AMIS supports field-level in-line editing from the Detail page. To edit a field using in-line editing:

In-Line Editing of a Record

1. Move the mouse nextto a field’s value, on the right, from the Detail page. A Pencil icon will be
displayed. The Pencil icon allows you to do in-line editing.
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Organization Detail _Edit |
Organization ID Phone  (301) 567-5700(}3
Organization Owner CDFI Portal [Change] Fax
Organization Name H.CT Federal Credit Union [View Website
jerarch

Parent Organization

Move the mouse next to a field’s value on the
right to see the Pencil icon. Double click the

Relationship Type

Pencil icon to enable in-line editing.

Organizational Type

Financial Institution ~ Venture Capital 7 Date of Incorporation
Type
Organization Structure Financial Activities Start

Lo

Figure 40. In-Line Editing
2. Double click the Pencil icon. The field will become editable.
3. Edit the field.
4. Click the Save button to save your changes.

NOTE: You will not be able to edit fields that are non-editable. A Lock icon will

appear instead of the Pencil icon if you move the mouse next to a non-
editable field.

Certification Information

CDFI Certification Status Not Certified ~! CDE Certification Status Not Certified
CDFI Certification Date CDE Certification Date of
Certification

A Lock icon appears when you move the

mouse next to a non-editable field.

Figure 41. Non-Editable Field

5.5 Delete a Record

The option to delete a record is displayed in the Detail page or list view, only if a user is allowed to
delete records.

1. Todelete arecord, ensure you are on the Organization Detail page.

a. Click the Organizations tab.

b. Click the Organization Name to be forwarded to the Detail page.
2. Click the Delete button from the Detail page.

a. A confirmation is displayed in a new window with options to choose OK to delete the
record or Cancel to cancel the action.

The page at https://cdfil--cdfiga.cs32.my.salesforce.com says: * L

Are you sure? |

=x)

Figure 42. Delete Confirmation
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3. Click the Cancel button to cancel the action.

NOTE: Once a recordis deleted, it is deleted forever and cannot be retrieved.

5.6 Use Shortcuts (Navigation/Hover Links)
At the top of each Detail page, there are shortcut links to related lists. These links are also called
navigation (or hover) links.

Move the mouse over a link such as Contacts or Program Profiles.

o A small window is displayed, showing datafrom the related list, without the user navigating
awayfrom the Detail page.
o These links eliminate the need to scroll down the page.

Home WNeGELFEUGLEN  Service Requests  Awards

“. MCT Federal Credit Union

Recent ltems

J Show Feed
MCT Federal Credit Union « Back to List }
00001019 Contacts [5+] | | Financial Data[0] | Program Profiles[2] | Notes & Attachments o]
P-000096 0
- Contacts New Contact
Eva Munar .
00001018 Action Contact Name Title Email Phone Role Type
Frank Tusa it~ Michael Major mmuwanguzi@yahoo.com Admin  Authorized Representative
Kathy Jones brianwhitt 99@yahoo.com User
Contacts are Sarah Fisher User Point of Contact
A Eva Munar eva.munar@coresphere.com User
displayed S8
Frank Tusa Manager User Other

without scrolling.
Show 1 more » | Go to list (6) »

i i ituti Date of Incorporation
tps://cdfiqa-mycdfifund.cs32 force.com/Applicant/001r0000004 <G10#001r0000004 <G10_RelatedContactList target o

Figure 43. Navigation/Hover Links

5.7 View Related Lists of a Record

Relatedlists are records from other objects (e.g., Contacts, Program Profiles, etc.)that are relatedto the
object (organization) you are viewing. Related lists are also referred to as “Child Records” and the main
object is referredto as the “Parent Record”. Related lists are displayed at the bottom section of the

page.

1. Toaccessthe organization’srelated lists:
a. Click the corresponding navigation/hover link, or
b. Scroll down the page.
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"2/ Contacts

Edit

Action Contact Name Title

Phone Type
Authorized Representative

Michael Major

Edit  Kathy Jones branwhitt_99@yahoo.com (301) 567-8700 Point of Contact

Edit Evalawyer i e T 01) 567-8700

Edit Sarah Fisher sfifher@yahoo.com

Edit Frank Tusa Manager ftusa@gmail.com Cl |Ck toa dd,
Program Profiles edit, delete, or

Action Record Type Program Profile Name view details.

Edit BGP P-130422

Edit CMF P-130423

Edit  CDFI-NACA P-130424

Edit CDFI-CERT P-130425

Edit  NMTC P-130426

Show 2 more » | Go to list (7) »

= External Contacts New External Gontact

No records fo display

Notes & Attachments New Note | [Attach File

No records fo display

Affiliates New Affiliates

No records to display

Figure 44. Organization Related Lists (Child Records)

2. From each relatedlist, you can:

a.

b.
C.

Add a new Child Record by clicking the respective New button under arelatedlist. For
example, clicking the New Contact button allows you to add a contact to the Contacts

related list.
Update a Child Record by clicking the Edit link next to a record.

Delete a Child Record by clicking the Del link next to a record.

3. From each related list, you can also add a record to arelated list. For example, you can add a
new attachment toan organization.

a.

Locate the Notes & Attachmentsrelated list.

Notes & Attachments New Note | |Attach File

No records to display

Figure 45. Notes & Attachments Related List
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b. Click the Attach File button in the Notes & Attachmentsrelated list.

Attach File to Organization MCT Federal Credit Union

1. Select the File
Type the path of the file or click the Browse button to find the file.
Browse...

2. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )
Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )

Done

Figure 46. Attach File Screen

c. Click the Browse button and browse your computer to select a file.
d. Click the Attach File button to attachthe file.
e. Click the Done button.

The attachedfile will be displayed under Notes & Attachments.

6 Update Organization and Program Profiles

AMIS automatically creates your Organization Profile once your organizationis registered. The
Organization Profile created automatically by AMIS contains partial information; an authorized user
from the organization must complete all the necessary information.

The first person to register the organization becomes the administrator for the organization’s AMIS
account and is responsible for assigning permissions to other users to create or update records in their

organization.

Make sure you are on the Organizations Home page by clicking the Organizations tab. Clickon the
Organization Name link to open the Organization Detail page.
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Home FLulLEN  Service Requests  Awards

Create New... Al <

2 Organization . A Printable View
“. MCT Federal Credit Union
J Show Feed

MCT Federal Credit Union « Back to List

00001019 Contacis [5+] | Financial Daia[0] | Program Profiles[2] | Noles & Atiachments [0]

P-000096
Eva Munar Organization Detail
00001018 Organization 1D, Phone  (301) 567-8700
Lanklisa {61 CDFI Portal [Change] Website
Organization Name  MCT Federal Credit Union [View Hierarchy. EINTIN 122345129
Parent Organization DUNS 123456688
Relationship Type Org Type  Unregulated_CDFI

Verify Account /'

Organizational Type

Financial Institution Type  Venture Capital Date of Incorporation

Organization Structure Activities Start Date

Native?
Sponsoring Entity?
Faith-Based?

Congressional District
Fiscal Year End Month
Total Asset Size

Certification Information
CDE Certification Status
CDE Certification Date of

CDFI Certification Status  Not Certified
CDFI Certification Date of

Certification Certification
CDFI Certification Date of Control Number
Expiration
2/ Contacts New Contact
Action Contact Name Title Email Phone Type
Edit  Michael Major mmuwanguzi@yahoo.com Authorized Representative
Edit  Kathy Jones Manager brianwhitt_99@yahoo.com (301) 567-8700 Point of Contact
Edit Evalawyer ftusa@yahoo com (301) 567-8700 Point of Contact
Edit Sarah Fisher sfifher@yahoo.com (301) 567-8700 QOther
Edit Frank Tusa Manager ftusa@gmail.com (301) 567-8700

Program Profiles

Action Record Type Program Profile Name

Edit BGP P-130422
Edit CMF P-130423
Edit CDFI-NACA P-130424
Edit CDFI-CERT P-130425
Edit NMTC P-130426

Show 2 more » | Go to list (7) »

= External Contacts New External Contact

No records to display

Notes & Attachments New Note | |Attach File

No records to display

Affiliates New Affiliates

No records to display

Figure 47. Organization Detail Page

In this section, you will learn how to:

e Update your Organization Profile
o Understand SAM and Grants.govintegration
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e Add/update contacts

e Assign a profile to a contact
e Add/update Program Profiles
e Add/update affiliates.

6.1 Update Your Organization Profile

To edit the organization detail information:

1. Click the Edit button.
Note: If you do not see an Edit button, you may not have the permission to create and edit
records. Please contact an administrator for your organization’s AMISaccount, if you require

these capabilities.

Organization Edit

Organization 1D
Organization Owner
Organization Name
Parent Organization
Relationship Type

Verify Account

Organizational Type
Financial Institution Type
Organization Structure
Native?
Sponsoring Entity?

Faith-Based?

Certification Information

CDFI Certification Status

CDFI Certification Date of
Certification

CDFI Certification Date of
Expiration

Mailing Street
Mailing City

Mailing State/Province

PP S S S

Save Cancel

]

CDFI Portal

| MCT Federal Credit Unio
I |

=

Not Certified

‘2350 Main Street ‘

Rockville

AMIS Training Manual —AE101

Phone
Website
EIN/TIN

DUNS

Date of Incorporation
Activities Start Date
Congressional District
Fiscal Year End Month

Total Asset Size

CDE Certification Status

CDE Certification Date of
Certification

Control Number

Shipping Street

Shipping City

Shipping State/Province

PYR R S S

Figure 48. Organization Edit Page

September 2015

(301) 567-8700
12-2345129

I—
—

-—-None-- Vv

—
[<Nene—v1]
—
—
|
—
-

2. Enterall the information on the page such as Financial Institution Type, Organization Structure,
and Address Information, etc.
3. Click the Save button to save your work and returnto the Organization Detail page.

6.2 SAM and Grants.gov Integration

SAM Integration—All contractorsor entities doing business with the U.S. Federal Government are
required to registerin SAM.gov, the System for Award Management (SAM) website. AMIS interfaces

with SAM.govand automatically validates each organization that registersin AMIS.

Grants.gov Integration—Some CDFI Fund programs (e.g., CDFl Program) require applicants to submit
their SF-424 program application via Grants.gov. When an organization applies for CDFI Program
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funding, AMIS interfaces with Grants.gov, downloads the SF-424 program application when it is
submitted, and associates it to the applicant organization.

NOTE: Please ensure you enter the accurate EIN and DUNS number for your
organizationin AMIS.

6.3 Add/Update Contacts

The Contacts related list allows you to add contacts/users to your organization. The contacts/users that
you add will participate in AMIS by completing the organization’sawardinformation such as
applications, payment (disbursement) requests, and compliance reports.

From the Organization Detail page, navigate tothe Contacts related list.

"7/ Contacts New Contact —

e — :
: Click to add or
Actionl| Contact Name Title Email Phone Role y .
. . : , edit a Contact.
W— mmuwanguzi@yahoo.com Admin
Kathy Jones brianwhitt_99@vahoo.com User

Figure 49. Contacts Related List

1. Toadd a contact, click the New Contact button.

Contact Edit Save | |Save & New | |Cancel

Contact Information 1 = Required Information

Contact Owner  Michael Major
FirstName  [Mrs. v|[Sarah |

Last Name IlJones |
Organization Name IlMCT Federal Credit Unio| Q)
Title  [Manager |

Role  |User v

Type  |Authorized Representative W |

Address Information Copy Mailing Address to Other Address

Mailing Street 2350 Main Street Other Street

Mailing City  [Rockville

Mailing State/Province |MD

Other City

Other State/Province

Mailing Zip/Postal Code |20850

I |
I |
Other Zip/Postal Code | |
I |

Mailing Country | Other Country

Phone |(301)567-B?00
Mobile |

Email |

Figure 50. Contact Edit Page

2. Complete all the information on the Contact Edit page.
3. Click the Save button once you are done. You will be forwarded to the Contact Detail page.
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6.4 Assign a Profileto a Contact (Admin Users only)

In order for a contact to be able to log in to AMIS as a user and perform work (e.g., complete
applications and compliance reports), they need to be assigned a profile (permissions) that enables
them to create and edit records.

NOTE: Only an administrator for an organization’s AMIS account can assign a
profile to other contactsin the organization.

To assign a profile to a contact:

1. Accessthe Contacts relatedlist on the Organization Detail page.

© Contacts New Contact
Actionl| Contact Name Title Email Phone Role Type
Edit JMichael Major mmuwanguzi@yahoo.com Admin Authorized Representative
Edit JKathy Jones brianwhitt_99@yahco.com User

Figure 51. Contacts Related List

2. Click the Contact Name link for a contact you wish to assign a profile e.g., clickthe name of the
contact you created above.

Mrs. Sarah Jones

Show Feed

« Back to List

Contact Detail Edit | | Clo

Contact Owner  [=] Michael Major [Change
Name Mrs. Sarah Jones

Manage External User «

Enable Customer User

Enable Partner User

Organization Name MCT Federal Credit Union

Title  Manager
Role  User
Type  Authorized Representative

Figure 52. Contact Detail Page

3. From the Contact Detail page, click the Manage External User drop-down menu.
4. Select the Enable Partner User option to be forwardedto the Manager External User page.
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m Organizations  Service Requests Awards
Manage External User save | [Cancel
User Information 1 = Required Information
Usemame ™ ] Email  |[General US & Western Europe (ISO-8859-1, ISO-LATIN-1) V|
Encoding
Time Zone  |(GMT-04:00) Eastern Daylight Time (America/New_York) v Role  |[MCT Federal Credit Union Pariner User | i
Locale |‘Eng|ish (United States) v‘ User License |Partner Community Login
Language | English v Profile II Applicant Portal Login || i
- — e 7
new
password
and notify
user
immediately
Contact Information
LastName [ Jones Phone  [(301) 567-8700

Figure 53. Manage External User Page

5. Complete all the required information on the page.
a. Entera User Name and Nickname for the contact.
b. Select User under the Profile field.
c. Ensure the “Generate new password and notify user immediately” checkbox is selected.
d. Enteran email address for the contact.

6. Click the Save button to save your changes.
7. AMIS will send an email tothe contact inviting themto log in to AMISand create their password.

6.5 Add/Update Program Profiles

The Program Profiles related list allows you to add or update your organizational data that is specific to
a CDFI Fund program from a single area. This section is required in order for you to complete an
application. AMISautomatically createsa Program Profile, with partial data, for each of the CDFI Fund’s
programs when the organizationis created. Organizations applying for certification or funding programs
arerequired to complete the rest of the Program Profile information and specify information such as the
Applicant Categoryand Fiscal Year. Scroll down the Organization Detail page to access the Program
Profiles related list.

Program Profiles

Action Record Type Program Profile Name
Edit BGP P-130422
Edit CMF P-130423
Edit CDFI-NACA P-130424
Edit CDFI-CERT P-130425
Edit NMTC P-130426

dit  BEA P-130427
CDE-CERT P-130428
Figure 54. Program Profiles Related List

To edit a Program Profile:
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1. From the Organization Detail page, click the Edit link next to a Program Profile record (e.g., click
the Edit link next to the CDE-CERT Record Type). You will be forwarded to the Program Profile
Edit page.

Program Profile Edit

Organization Data

Primary Line of Business

CDE Detail

Taxable
Structure

Certified
CDFl

Save | |Cancel

Organization ~ MCT Federal Credit Union

Record Type  CDE-CERT

Fiscal Year

Yes v

Consumer Finance

Program Profile Name  P-130428

CDE
Structure

Applicnt
CDE
Controling
Entity
Structure

Available
Faith-Based Institution
For-profit
Government-controlled entity

L E

Chosen
Certified CDFI

Available
Faith-Based Institution
For-profit
Government-controlled entity

L E

Chosen
Certified CDFI

Products
and
Services

Real Estate
Financing

Percent of
Major
Urban
Areas
Percent of
Minor
Urban
Areas
Percent of
Rural Areas

Available
Microenterprise Financing
Financing other CDEs
Loan purchase from other CDEs

L

Chosen

4 . :
| =/| Real estate Financing

Available
Retail
Community Facilities
Hospital/Tourism

ALY

-

Chosen
Industrial/Manufacturing

0%

45%

| I

Figure 55. Program Profile Edit Page

2. Complete all the information on the page.

w

Click the Save button. You will be forwarded to the Organization Detail page.

4. You are now ready to complete your CDE Certification Application. Scroll down to the Program
Profile related list. From the Program Profile related list, click the Program Profile Name link
next to the CDE-CERT Record Type to be forwarded to the CDE Certification Program Profile
Detail page.

a.

Observe the Certification Applications related list.

b. Tocomplete a CDE Certification Application, click the New Certification Application

6.6 Add/Update Affiliates

The CDFI Fund requires regulated institutions to report their affiliates or subsidiary institutions. The
Affiliates related list allows you to add or update your affiliates.

button. Please refer to the AE102: CDE Certification Application Submission (for CDE
Certification Applicants) training manual to learn how to complete your application.
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Affiliates

New Affiliates

No records to display

Figure 56. Affiliates Related List
To add an affiliate:

1. From the Affiliates related list, on the Organization Detail page, click the New Affiliates button
to be forwarded to the Affiliates Edit page.

Affiliates Edit

7 New Affiliates

Help for this Page

Affiliates Edit Save | |Save & New | | Cancel

Information

Affiliate

Regulatory Certification #

CM Contact | |
|

£ 12

Control Number

Federal Regulator

|
| Organization |ABC Bank
|
|

Figure 57. Affiliates Edit Page

2. Complete all the information on the page and click the Save button.

7 Global Search

Global Search allows users to search all AMIS data elements/fields. It uses search options, searchterms,
and wildcards and operatorsto refine your search. Just like any search engine, Global Search keeps track
of your search terms and how often you use them, and arrangesthe search results accordingly. Search
results for the objects you use most frequently appear at the top of the list.

Search Search

Michael Major +

Home NeliELIFELGIEN  Service Requests  Awards
I cick the Search button
. Organization . Printable
) click the Search button.

“. MCT Federal Crt
Recent ltems

- Show Feed
P-000086 « Back to List
MCT Federal Credit Union Contacts [5+] | Financial Data[2] | Program Profiles [4] | Notes & Attachments [2] | Awards[1] | Affiliates [0]
C-008589
A-000123 Organization Detail Edit
P-000072 Organization ID Phone  (301) 567-8700

Figure 58. AMIS Global Search Screen

Wildcards and Boolean operators allow you to refine or search for partially matching terms.
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71 Wildcards
AMIS allows you to search using the asterisk symbol (*) and question mark symbol (?) as wildcards.

1. Use the asterisk symbol (*) to matchzeroor more charactersin the middle or end of your
search term. For example, comp* finds items like “Explanation of Noncompliance” and
“Compliance Report”; 00* finds items with record IDs that have zeros. Please note that the
search engine searches only for records within your organization.

a. Enter00* and click the Search All button.

Search Results

e Search Feeds oo* Search Again| '*  Options.
|| Records A F 3 i
. Funding Applications (2) Show Filters
Funding Applications (2) Action Funding Application Certified CDFI Organization
Organizations (0) Edit A-000155
Contacts (0) Edit  A-000123
Search All Search All

Figure 59. Search Results for Search by * Symbol

b. Search using any other search term or text character of your choice followed by *.

2. Use the question mark symbol (?) to matcha single character in the middle or end (not the
beginning) of your search term. For example, J?n finds names such as Jon and Jen.
a. Search using ? in between two characters. (Inthe example below, a search using E?a
produced the results shown below because Eva Lawyer, a contact at the MCT Federal
Credit Union, met the E?a search criteria.)

Home Organizations Service Requests Awards

Search Results

i

C" Search Feeds E?a Search Again Options...
|| (e Contacts (1)
Funding Applications (0) Action Name Organization Name Phone Email
Organizations (0) Edit Evalawyer MCT Federal Credit Union eva.lawyer@coresphere.com
Contacts (1)
Figure 60. Search Results for Search by ? Symbol
7.2 Boolean Operators

You can also use Boolean operators, such as AND, OR, AND NOT, () (parentheses), and " " (quotation
marks) to refine search results.
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Operator Description [

AND | Finds items that matchall of the search terms. For example, “acme AND
california” finds items with the word “acme” and the word “california”,
but not items with only the word “acme”.

Using AND is optional in most cases, because searching for “acme
california” is the same as searching for “acme AND california”. If a search
doesn’t return any results that match all of the terms, the search
capability looks for matches by using the OR operator.

OR Finds items with at least one of the search terms. For example, “acme OR
california” finds items with either “acme” or “california” or both.
AND NOT Finds items that do not contain the search term. For example, “acme AND

NOT california” finds items that have the word “acme” but not the

word “california”.

() (parentheses) Groups searchterms together. Grouped search terms are evaluated
before other search terms in a character string. For example, “acme AND
(california OR meeting)” finds items that contain “acme and california”
and items that contain “acme and meeting”.

(quotation Finds an exact phrase. For example, a search for "monday meeting" finds
marks) items that contain “monday meeting”, but not items that

contain “monday afternoon meeting” or “monday's meeting”.

The asterisk (*) and question mark (?) function as wildcards when
included in a search phrase thatis enclosed in quotation marks or

when an exact phrase is selected in the search scope.

“ u

8 Service Requests

AMIS has a service request function that allows users to make generalinquiries and/or request specific
changes. This function facilitates smooth communication between external users and CDFI Fund staff.
Once you submit a service request, it will be reviewed by CDFI Fund staff who will make a determination
and provide their comments and resolution to the service request. You cantrack issues or requests that
you have submitted to the CDFI Fund and their resolutions in a central area. From the Service Requests
Home page, you can:

e Submit achange request, such as a modification or amendment to an award
e Submit ageneralinquiry, such as a question on an application.

Click the Service Requests tabto be forwarded to the Service Requests Home page.
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Home Organizations R=RUERCGHIESCN  Awards

o= Service Requests

( Home Click to add or edit

a service req uest.
Select the service requests you want to view from the dropdown.

/

Create New Service Request

View: [My Open Service Requests

Recent Service Requ

Recently Viewed v

e Re Subject Date/Time Opened Priority
00001018 Question - How do | request for subseguent payment? 7/13/2015 1:13 PM Medium
00001018 Amendment Request to change due date 7/13/2015 1:06 PM Medium

Figure 61. Service Requests Home Page

8.1 Complete/SubmitChange Requests

To submit a change request:

1. From the Service Requests Home page, click the Create New Service Request button.

o New Service Request

[ Select Service Request Record Type

Select a record type for the new service request.

Continue | | Cancel

Figure 62. Service Request Record Type Screen

2. Select the Change Request option from the Record Type of New Record drop-down menu and
click the Continue button.
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Service Request Edit
New Service Request
Service Request Edit Submit | Submit & Add Attachment| Save & New  Check Spelling  Cancel
Service Request Information 1 = Required Information
Service Request Owner  Michael Major Award I‘AWD—UOOOO(M—S ‘ Q

Contact Name Kathy Jones

Organization Name

2

Additional Information

Status | Type I | CDE Cert-Service Area Amendment v

Change Type I

Service Area Amendment V|| i

Description Information

Subject |‘ How do | change my service area

Description | Here are the service area changes we need to make

Figure 63. Service Request Edit Page

If the Contact Name field is not populated, enter the person that the CDFI Fund will contact
about the request.

a. Click the Lookup icon next to the Contact Name field.

b. Search for a contactin the organization by entering their name in the Lookup field and

then clicking the Go! button.

c. Click on a Contact Name to select it.
Select the service request type from the Type drop-down menu (e.g., select CDE Cert-Service
Area Amendment).

Type drop-down menu to ensure that your service request is forwarded to the

@ NOTE: Make sure that you select the appropriate service request type from the
appropriate CDFI Fund staff person.

Select the type of change from the Change Type drop-down menu (e.g., Service Area
Amendment).

NOTE: The Change Type drop-down menu is dependent on the Type drop-down
menu. It will be disabled until a service request type is selected.
Associate the amendment to the appropriate award by clicking the Lookup icon next to the
Awardfield.
Under the Description Information section, enter a subject and description in the corresponding
fields.
Click the appropriate button at the top of the page.
a. Click the Submit button to submit the service request to the CDFI Fund and to be
forwarded to the Service Request Detail page.
b. Click the Submit & Add Attachment button to add an attachment and submit the
service request.

43 of 57



AMIS Training Manual —AE101
September 2015

c. Click the Save & New button to save the recordand to create another service request.
Users should select this option to create several service requests quickly.
d. Click the Cancelbutton to exit the Service Request Edit page.

Service Request Detail

Service Request Owner

Service Request
Number

Contact Name

Organization Name

Additional Information
Status

Subject
Description

Date/Time Opened

Edit | | Clone | | Sharing

E Michael Major [Change Contact Phone

00001057 Contact Email
Michael Major Award
MCT Federal Credit Union

New Type

Change Type
How do | change my service area
Here are the service area changes we need to make.
9/1/2015 7:59 PM Date/Time Closed

mmuwanguzi@yahoo.com

AWD-00000048

CDE Cert-Service Area Amendment
Service Area Amendment

Edit | | Clone | | Sharing
Service Request Comments Add Comment
No records to display
Attachments Attach File

No records to display

8.2

Figure 64. Service Request Detail Page

Add Attachments

You can add attachmentsto a service request from the Service Request Detail page. The Attachments
related list allows you to add supporting documents to a service request.

Attachments

No records to display

Attach File

Figure 65. Service Request — Attachments Related List

To add an attachment:

1. Click the Attach File button under the Attachmentsrelated list.
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(  Attach File to Service Request 00001019

1. Select the File
Type the path of the file or click the Browse button to find the file.

Browse...

2. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )

Done

Figure 66. Attach File Screen

2. Click the Browse button and select the file to attach.

Click the Attach File button.

w

4. Click the Done buttonto be forwarded back to the Service Request Detail page and to see the

file attached.

8.3 Add/View Service Request Comments

The Service Request Comments related list allows users to provide additional comments to the CDFI
Fund about a service request after it has been submitted to the appropriate CDFI Fund staff. In addition,
you can view the comments provided by CDFI Fund staff to address your service request.

Service Request Comments Add Comment

Comment

Created By: Michael Muwanquzi (7/14/2015 7:54 PM)

Comments entered by CDFI
Fund staff are displayed here.

Provide additional explanation about this amendment request. Submit additional evidence supporting the change of the report due date.

Figure 67. Service Request Comments Related List

To add comments to the service request:

1. Click the Add Comment button under Service Request Comments related list.
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Service Request Comment Edit Save | |Cancel| |Check Spelling

Service Request Details

Subject  Amendment Request to change due date
Description ~ Amendment Request 713

Comment Details

Comment

Figure 68. Service Request Comment Details Screen
2. Entercommentsin the Comment field.
3. Click the Save button to returnto the Service Request Detail page.

8.4 Complete/SubmitGeneral Inquiries
To submit a generalinquiry service request:

1. From the Service Requests Home page, click the Create New Service Request button.

New Service Request

L  Select Service Request Record Type

Select a record type for the new service request.

Select Service Request Record Type

Record Type of new General Inquiry [V
record

Continue | | Cancel

Figure 69. Service Request Record Type Screen

2. Select the General Inquiry optionfrom the Record Type of New Record drop-down menu and
click the Continue button.

46 of 57



AMIS Training Manual —AE101

September 2015
Service Request Edit
New Service Request
Service Request Edit Submit| | Submit & Add Attachment| Save & New | Check Spelling | Cancel
Service Request Information 1 = Required Information
Service Request Owner  Michael Major Award | Q@

Contact Name  [\jfichael Major | Y I

Organization Name

Additional Information

status | Tyre § [CDFI-General Question |

Service Request Reason | [Instructions not clear M

Description Information

Subject I‘

Description

Figure 70. Service Request Edit Page

If the Contact Name field is not populated, enter the person that the CDFI Fund will contact
about the request.
a. Click the Lookup icon next to the Contact Name field.
b. Search for a contact in the organization by entering their name in the Lookup field and
then clicking the Go! button.
c. Click on a Contact Name to select it.
Select the service request type from the Type drop-down menu (e.g., select CDFI-General
Question).
Select the service request reason from the Service Request Reason drop-down menu.
Under the Description Information section, enter a subject and description in the corresponding
fields.
Click the appropriate button at the top of the page.
a. Click the Submit button to submit the service request to the CDFI Fund and to be
forwarded to the Service Request Detail page.
b. Click the Submit & Add Attachment button to add an attachment and submit the
service request.
c. Click the Save & New button to save the recordand to create another service request.
Users should select this option to create several service requests quickly.
d. Click the Cancelbutton to exit the Service Request Edit page.

Similar to the change request service request type, you canadd additional comments or attachmentsto
the generalinquiry type of service request by clicking the appropriate button under the Service Request
Detail page.

External Contacts

AMIS has the capability for a user needing access to another organizationtorequest for thataccess.
Once access is requested, the administrator for the organization’s AMIS account will review the request
and take the appropriate actionto grant or reject the access.
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9.1 Request Access to an Additional Organization

NOTE: You need to be registered as a user in AMIS before you canrequest
access to an additional organization.

To request access to an additional organization:

1. Accessthe Hometab and then click the Access to Additional Organizations link, on the left
sidebar menu, under Custom Links.

Michael Major ~ I

rganizations  Service Requests Awards

gﬂ (

October 2015
—— Today 10/12/2015 <
You have no events scheduled for the next 7 days. Sun Mon Tue Wed Thu Fri S
MCT Federal Credit Union 01 02 C
P-104306 04 05 06 07 08 09

11 B 13 14 15 16 -
18 19 20 21 22 23 2
25 26 27 28 29 30 :

Click the Access to Additional
Organizations link, on the left

Messages and Alerts

sidebar, from your Home page. R=E OEGE

Accessing the Mapping System
Access to Additional

Organizations

All Open

Figure 71. Home Page - Link to Request Access to Additional Organizations

2. You will be forwarded to the Organizations tab, toa page where you can search for the
organization for which you need access. Enter the EIN/TIN# for the organization you wish to
request access and then click the Search button.

|

Home [el(ELIFGILEN Service Requests  Awards

Enter the EIN for the
Search Organizations organization and click the
Search button.

Create New... 4

II

Recent Items Enter EIN/TIN
MCT Federal Credit Union EIN/TIN #: 12-3456787 Search
P-104306 4

Figure 72. Request Access to Additional Organizations — Search for Organization

NOTE: Please ensure you enter the accurate EIN, including any dashes, of the
organization in which you are requesting access.
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3. Under the Organization Results section, locate and select the checkbox next to the name of the
organization you wish to access. Click the Process Selected button.

Select the checkbox next to the
. . . g —
organization you wish to access and Pt e
then click the Process Selected
button.

Search

P-104306

Organization ults - Page #1

N TIN Street

¥/ CRB Bank 12-3456787

Figure 73. Request Access to Additional Organizations — Select Organization

4. Aresults message will be displayed to confirm your access request. The Admin User of the
organization will receive an email about your access request. You will also receive an email to
inform you if your request was granted or rejected.

Home ReIGENFLITEN Service Requests  Awards
“  Search Organizations Process Selected | Cancel

Recent ltems

MCT Federal Credit Union
P-104306

3 Success:
Your request is processed successfully.

EINITIN # :|12-3456787 search

©Organization Results - Page #1

Name TIN Street City

[J CRB Bank 12-3456787

Figure 74. Request Access to Additional Organizations Results

9.2 Access Additional Organizations as an External Contact

Once you receive an email confirming that you have been granted access to anadditional organization
as per your access request, you can accessthat organization as follows:

1. From the Organizationstab, select “All Organizations” next to the View drop-down menu and
click the Go! button.
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A

Michael Major ~

g —
Home} Bel:ELIFSULLERE Service Requests  Awards

Create New... Al < Organizations

“ Home
.
View: |All Organizations v|| Gol
EC-0000022
MCT Federal Credit Union % : : ”
o os308 Recent Organizations Select “All Organizations” next

to the View drop-down menu
and then click the Go! button.

Organization Name

MCT Federal Credit Union

Figure 75. Organization Home

2. From the organization’slist, locate the new organizationand click on its Organization Name link
to be forwarded to the Organization Detail page.

Home MeIGELIFEULIEN Service Requests  Awards
I -

Recent ltems

EC-0000022

I X|Y|Z Other Al

Action 2 ITIN Mailing State/Provi...  Phone Tope
Meppesdeaicreaitien Edit | 12-3456787 MD 123-456-7890
PECEE Edit | 122380129 TS0 5o/ 8700

Figure 76. Organization’s List Page

3. You will be forwarded to the Organization Detail page as per Section 6.1 above. Based upon
your access control, you can read or edit organization data.

9.3 Grant Organization Access to an External Contact (Admin Users Only)

NOTE: Only the Admin Users can grant access to external contacts.

Admin Users will receive an email when an external contact requests access to their organization.
To grant organization access to an external contact as an administrator:

1. From the Organizationstab, locate your organizationand click on the Organization Name link to
open the Organization Detail page. If you cannot see your organization, select “All
Organizations” next to the View drop-down menu and then click the Go! button.
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Home Service Requests  Awards If you cannot see your organization,
select “All Organizations” and then

Create New... v

C gy Jroenizations click the Go! button from here.

“. Home

View: |AII Organizations V| Go!
CRB Bank
Jones Major
P-104243 Recent Organizations [
A-005233 Click the Organization Name

. Organization Name . a .

Tracy Miller link from your Organizations
MFS-0000134 CRB Bank Home page
Travis Miller Peags:

Figure 77. Organizations Home Page

2. From the Organization Detail page, accessthe External Contacts related list by clicking the
External Contacts link.

Organization

“. CRB Bank
J- Show Feed
« Back to List
Program Profiles [5+] | Contacts [41 External Contacts [1] Notes & Attachments [11 | Affiliates [0]
Organization Detail Edit

Organization ID
Organization Owner (=] CDFI Portal [Change]
Organization Name  CRB Bank [View Hierarchy]
Parent Organization Click the External Contacts link to
Parent Relationship access the external contacts and
grant or revoke access control to
your organization.

Phone  123-456-7890
Fax

Organizational Type

Financial Institution Type  Venture Capital
Organization Structure  501(c)(4)

Native CDFI?  Yes Congressional District
Sponsoring Entity?  No Total Asset Size  $100.000.00

Figure 78. Organizations Detail Page — External Contacts Link

3. The External Contacts relatedlist displays external contactsfor your organization. Access
Control for each contact s also displayed. To grant or revoke access, locate an external contact
whose Access Control is “Pending” and click their Edit link.

Michael Mosher has requested access.

External Contacts New External Contact

Action External Contact Name Contact Z ary Organization Access control

el EC-0000022 Michael Major MCT Federal Credit Union Pending

Figure 79. External Contacts Related List
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4. From the External Contact Edit page, select an option next to the Access Control drop-down
menu and then click the Save button.

External Contact Edit

'/ EC-0000022

External Contact Edit Save | || Save & New | |Cancel

Information

External Contact  EC-0000022

Name Rejected
Organization  CRB Bank Remove
Contact  [Michael Major | & Read

Access control

Edit

Save | | Save & New| Cancel

Figure 80. External Contacts Edit Page

Access Control Definitions:

a.

&

Pending —This is the default Access Control assigned by AMIS when an
external user requests access. The external contact access request in
this state has not been reviewed by the Admin User.

Rejected —This option should be used to reject an organizationaccess
request. The rejected user will not be able to access the organization.
Remove - This option should be used to revoke organizationaccess
originally grantedto an external user. The user will not be able to
access the organization.

Read - This option should be used to grant ‘View’ accessto an external
user. The user will be able tolog in to your organizationand readall the
information.

Edit - This option should be used to grant ‘Edit’ access to an external
user. The user will be able tolog in to your organization and edit your
organizationinformation.

5. You will be forwarded to the External Contact Detail page.
a. The information you edited should be saved.
b. The externalcontactyou granted or rejected access will receive an email regarding your

decision.

6. Click the Organization linkto return to the Organization Detail page.
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External Contact

, EC-0000022 Michael Major is granted
« Back to List Read access to CRB Bank.
Click this link to return to the
Organization Details page.

External Contact Access control Read

Name
Organization | CRB Bank

Primary  MCT Federal Credit Union
Organization

Contact  Michael Major

Figure 81. External Contacts Detail Page

7. Repeatsteps 2-5 under this section to grant, reject, or revoke access to additional external
contactsfor your organization.

10  Organization Profile, Program Profile, and Application Overview
(Three-Tiered Design)

AMIS’sthree-tiered design is the foundation of how information is structuredin AMIS. This design
combines information from three objects that are related — the Organization Profile, Program Profile,

and Application.

Organization
Profile

Figure 82. AMIS’s Three-Tiered Design
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1. Tier 1- Organization Profile: This is the top tier in the three-tiered design of AMIS. It has
common data elements that can be shared across the entire CDFI Fund, regardlessof program
or business unit. These common data elements, which include organizationtype, certification
information, address, geographical markets, and lines of business/financial products, are
displayed on the Organization Profile and are shared across all CDFI Fund programs. Inaddition,
applicants, award/allocation recipients, and CDFI Fund staff can get a quick overview of an
organization by viewing its compliance, awards in other programes, etc.

NOTE: An organization must have an Organization Profile set up in AMIS to
apply for funding.

2. Tier 2 - ProgramProfile: This is the middle tier in the three-tiered design of AMIS. The Program
Profile is used to display more detailed organizational data that is specific to a program funding
round such as financial data, awards, program funding and certification applications. It supports
multiple applications, from a single applicant organization, that share information from the
Program Profile. This structure allows an organizationto apply for:

a. Funding from multiple programswithin a funding round (e.g., FY 2015 funding round of
the CDFI Program and FY 2015 funding round of the NMTC Program).

b. Multiple funding rounds within a CDFI Fund program (e.g., FY 2014 funding round of the
BEA Program, FY 2015 funding round of the BEA Program).

NOTE: An organization must have a Program Profile for each CDFI Fund
programto which it applies for funding or certification. AMIS automatically

@ createsthe Program Profile and each organizationis required to update it
accordingly.

3. Tier 3 - Application: This is the lowest level in the three-tiered design of AMIS. For each
Program Profile, application data (for both certifications and programs) is captured for the
organizationand its unique fiscal funding profile. AMISautomatically copies common data (such
as Organization Name, EIN, DUNS, and Organization Type) from the Program Profile to the
application.

NOTE: An organization must complete an application to apply for certification
or a funding program.

The three-tiered design of AMIS prevents redundancy and duplication of information since datais
enteredin one place and shared across the three objects.
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AMIS Three-Tiered Design Data Flow

=2 AMIS Portal
| -
Login
Applicant
Organization Profile Target Areas

Org Type

CDFI-FA
CDFI-TA
BEA

CDE-Cert
|

Figure 83. AMIS’s Three Tiered Design — Data Flow

An applicant organizationto any CDFI Fund program will log in through the AMIS Portal.

Organization Profile — The organizational data of the applicant organization will be displayed
here. The applicant organization will complete common data elements needed by all programs
here.

Program Profile — AMIS createsa Program Profile once an Organization Profile is created. To
begin the process of applying for certification or program funding, the applicant organization
selects the appropriate Program Profile.

Application —From the Program Profile, the applicant organization will create an application for
the desired program each fiscal year.
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Table 11-1 — Acronyms
Definition

Acronym

AMIS Awards Management Information System

BEA Program Bank Enterprise Awards Program

BFS Bureau of Fiscal Service

BG Program Bond Guarantee Program

CDE Community Development Entity

CDFI Fund Community Development Financial Institutions Fund

CDFI Program

Community Development Financial Institutions Program

CCME Certification, Compliance Monitoring, and Evaluation
ClIS Community Investment Impact System

CIMS3 CDFI Fund Information Mapping System

CMF Capital Magnet Fund

COl Conflict of Interest

FM Financial Management

LEA Legislative and External Affairs

OoLC Office of Legal Counsel

NACA Program

Native American CDFI Assistance Program

NOAA Notice of Allocation Availability
NOFA Notice of Funds Availability
NOGA Notice of Guarantee Authority
NMTC Program New Markets Tax Credit Program
PM Program Manager

PMO Project Management Office
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SAM

System for Award Management
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